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LI BRARY ASSI STANT/ TECHNI CI AN SERI ES

Series Definition:

This series includes all classes of positions which perform
and/ or supervi se non-professional library support work.
Per f ormance of such work primarily requires a practical know edge
of library functions and services, and ability to apply various
library tools, nethods and procedures to the service needs of the
particular library. These know edge are typically gained through
on-t he-j ob experience or specialized training courses; and
conpl eti on of advanced degree coursework (i.e., master's degree in
Li brary Science), is not required. A wide variety of general and
speci al i zed cl erical/manual and technical work assignnments are
carried out in support of library operations and typically include
the follow ng types of activities: the physical processing of
library material; the physical upkeep of library material; the
mai nt enance of shelves, files and equi pnent; circulation work such
as chargi ng books in and out, registering borrowers, explaining
| ending rules, collecting fines and fees; processing reserve and
inter-library | oan requests for library patrons; acquisitions work
such as processing and nonitoring orders for library materials;
cat al ogi ng work such as substantive editing of catal og records or
original catal oging; reference work which involves assisting
patrons in |ocating material and information through the use of
various reference tools and ot her avail abl e resources; nmaintaining
a collection of materials and providing services and prograns to
pronote library use; and supervising the operation of a library.

At the Library Assistant Il and Ill |evels, assignnents
frequently invol ve considerable clerical work and may invol ve sonme
manual | abor. At the higher levels (IV through VI11), assignnents
may be specialized, technical, or paraprofessional in nature,
and/ or may invol ve supervisory or adm nistrative responsibilities.

Modern technol ogy has enabled libraries to autonmate many of
their functions (e.g., circulation, catal oging, acquisition)
t hrough the use of conputer systens and databases. However, the
degree to which libraries have autonmated their operations may
vary. ldeally, all conmponents are |inked together to form
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one integrated system Because of the trend toward automation,
many |ibrary assistants and technicians are using conputer

equi pnent to performduties that were previously perforned
manual | y.

In sone libraries, On-line Public Access Catal og (OPAC
systens have replaced the traditional card catal og; catal oging and
hol dings information is entered into the database, and the
materials are linked to the catal og records by barcode nunbers.
The OPAC all ows patrons to search for materials by author, title,
or subject using a conputer keyboard. Information is displayed on
a conputer termnal screen, and patrons are able to see the
| ocation and availability of the material.

Sone |ibraries may have on-line catal ogi ng capability which
all ows the operator to enter catal oging data onto a work-form
di spl ayed on nonitor screen. Libraries may have access to
catal oging information through various publications, database
utilities (e.g., OCLC, CD-ROM magnetic tape) and ot her sources
such as mcrofiche and Library of Congress galley proof slips.
Cat al ogi ng i nformati on may be borrowed fromthese sources and
adapted to suit the needs of the library. Sone systens allow the
cataloging information fromthese utilities/sources to be
downl oaded into the on-line catal ogi ng system

In sone libraries, materials nmay be ordered el ectronically by
entering uni que book codes (e.g., ISBN) on a keypad and
transmtting the information to the vendor through a nodem Q her
acquisition systens may initiate a record on-line to which
catal oging and other information will be added as the material is
recei ved and processed through the system

Automated circul ation systens m ght be |ikened to autonated
super mar ket cashi ering--where a light electronically reads a
barcode to charge goods. In a library, a light pen may be used to
wand the barcode on the patron's library card, and then the
barcode on each itemto be borrowed. The system may al so
automatically generate overdue notices and various reports.

The levels in these series are distinguished by differences in
1) the nature and variety of work, 2) the nature of guidelines
avai |l abl e and the judgnent required in applying them 3) the
nature of supervision received, 4) the conplexity of the work
perforned, 5) the nature and purpose of personal contacts
required, 6) supervisory and/or adm nistrative responsibilities,
and 7) the know edge and abilities required.
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The absence of a description of particular work assignnment or
specialty in the class specifications does not preclude allocation
of such positions to that class provided that the overall scope of
t he assignnments, the | evel of responsibility, and know edge and
abilities required are conparable to those descri bed.

This is the first specification for the new series LIBRARY
ASSI STANT I, 111, IV, and LIBRARY TECHNICIAN V, VI, VII, AND VI 1|
whi ch repl aces the specification for the classes Library Assistant
I, I'l, IIl, IV, and Library Technician V, VI and VII approved on
June 3, 1966.

Ef fective Date: Novenber 1, 1987

DATE APPROVED:. 7/12/01 D ana H Kaapu
SHARON Y. M YASH RO
D rector of Personnel Services

LI BRARY ASSI STANT |1 4.040

Duti es Summary:

Perforns a nunber of sinple and repetitive clerical or manual
library routines in accordance with established procedures; and
perforns other related duties as assigned.

Di stingui shing Characteristics:

This class represents the entry level in the series and
reflects the performance of sinple and repetitive clerical or
manual library routines. Assignnents at this |evel provide
training in, and experience with, library routines and operations,
and some acquai ntance with the library's organization and
services. Incunbents acquire know edge on the job related to the
functions to which they are assigned, such as famliarity with
shelf-listing arrangenents, al phabetical and nunerical filing
according to a decinmal system call nunbers, physical |ocation of
various collections, library term nol ogy, etc.

Duties perforned at this |evel may be continuing assignnents
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or may provide training for higher |evel work. Library Assistant

| I's apply governing provisions strictly in accordance with
instructions so that there is little or no ingenuity or judgnent
required or permtted. Cuidelines used are subject to specific
supervi sory explanation and interpretation. Routine assignnments
may be perforned on a continuing basis following initial training
and orientation. Incunbents have little responsibility beyond the
ability to follow instructions and the accuracy of their own work.

Wrk is performed under the close supervision of a librarian
or higher level library assistant/technician, or in accordance
with detailed instructions or guidelines.

Exanpl es of Duti es:

Shel ves books, magazi nes, and other materials by call nunbers,
in accordance with the library's classification schene; files
panphl et material in vertical files and special material (such as
phonorecords) in designated |ocations; reads shelves for m spl aced
books and corrects shelving; shifts materials on shelves as
necessary; renoves vol unmes whi ch appear to be in poor physica
condition for a higher |evel enployee to consider for wthdrawal
or rebinding; packs and otherw se prepares materials (e.g., filns,
books) for mailing; inspects and cleans all returned fil ns;
assists at the circulation desk by performng limted functions as
assi gned, such as chargi ng and di schargi ng books, registering
borrowers, collecting fines; retrieves periodicals and/or other
materials requested by patrons; checks in easily identifiable
magazi nes by posting receipt of issues to the proper record;
property stanps materials; types and affixes spine |abels on
books; affixes colored tape and/ or other |abeling to books;
inserts theft detection tape; puts plastic jackets on books; nends
torn pages; reinforces spines; pastes pockets in books; and may
performroutine linking of library materials to records in the
dat abase.

Know edge and Abilities Required:

Know edge of: Arithnetic, spelling, alphabetizing.

Ability to: Follow sinple oral and witten instructions;
learn and performsinple and repetitive clerical and nmanual work
tasks (e.g., shelve and/or retrieve materials according to call
nunber; convey sinple information orally and in witing; performa
variety of manual work in the physical preparation of books and
other materials); become famliar with the library's
classification schenme, |location of materials and procedures; |earn
to operate office and |ibrary equi pnent; count and/or tally
various itens.
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L1 BRARY ASSI STANT [ 11 4.041

Duti es Summary:

Perfornms noderately conplex clerical and related library
support work; and perforns other related duties as assigned.

Di stingui shing Characteristics:

This class reflects the performance of noderately conpl ex
clerical and related work in support of a library operation.
Positions are responsible for independently performng a variety
of clerical and other related duties in carrying out, on a regul ar
or rotational basis, standard library routines characterized by
sone degree of variabl eness and possi bl e regular and recurring
contact with the public. Assigned duties and responsibilities are
performed in accordance with established procedures and
gui del i nes, under the general supervision of a higher |evel
library assistant/technician or librarian. Wrk proceeds
routinely on tasks follow ng standard practices and instructions
but questionable nmatters are referred to the supervisor or other
hi gher | evel enployee. Positions at this |evel may have persona
contacts with other library enpl oyees, agency personnel, the
general public, or others using the |ibrary and may oversee the
wor k of students, volunteers and others perform ng sinple and
repetitive clerical/mnual tasks.

Exanpl es of Duti es:

Typi cal exanples of duties of Library Assistant |1l positions
i ncl ude:
1. | ndependently perforns all major transactions at the

circul ati on desk, as schedul ed, including charging and
di schargi ng books; collecting fines and fees; inspecting
materials for damage on return; registering patrons and
issuing library cards; processing |ost/paid, clains
returned, mail returned, and other transactions;
counting cash, conparing with regi ster tape and
reporting discrepancies; explaining library circulation
policies to patrons; answering directional and basic
informati onal questions. Wen not scheduled at the
circul ation desk, a position of this type is usually
responsi ble for carrying out a variety of other library
support tasks such as: linking library materials to
records in the database and addi ng hol di ngs and ot her
information as required; delinking library materials
fromrecords in the database and processing w thdrawn
books, as instructed; replacing spine | abels and pockets
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as instructed; placing and/ or canceling holds for
specific materials in the database; performng
straightforward searches for specific itenms in the

dat abase; pulling books off the shelves and sending them
to requesting libraries; may use standard reference
tools to | ook up specific information (e.g., author,
title, publisher, price); and may type statistical and
other reports and forns. A position of this type may
work alone at the circul ati on desk

2. Mai nt ai ns check-in records of a sizable collection of
peri odi cal s/serial publications. Posts receipt of
i ssues to appropriate records; routes copies or directs
routing operations in accordance wth standardi zed
distribution lists; displays current periodical issues
and mai ntai ns back issues; notes m ssing issues/vol unes
by exam nation of check-in records and sends clains to
publ i shers/vendors in accordance with standard library
procedures; maintains an awareness of changes in title,
frequency, issuing organization, through notifications
from publ i shers, supervisor or information contained
within the issue. Serials which are difficult to
identify (e.g., because of changes in nunbering
sequence, unusual titling patterns, etc.) are referred
to higher |evel personnel or to the supervisor
| dentification of foreign publications may require the
use of dictionaries/other standard tools to
translate/transliterate characters and words.

3. Bi nds panphl ets and periodicals (e.g., velobinding,
panbi ndi ng, plug binding) in accordance with established
procedures and gui del i nes; perforns standard booknendi ng
i nvol vi ng rebacki ng, resewi ng and recasi ng books.
Positions at this level are responsible for the
application of a variety of binding and/ or booknendi ng
procedures pertinent to the piece in hand (books,
panphl ets, periodicals, nmusic, etc.) and the use of
standard techni ques and materi al s.

4. Perforns a variety of noderately conplex library support
wor k under the general direction of a librarian or
hi gher |evel assistant/technician. Routine assignnents
are carried out in accordance with established
gui delines and practices. D screpancies or unusua
matters are referred to the librarian or higher |evel
| ibrary assistant/technician. Typical duties and
responsi bilities include charging and di schargi ng books;
receiving and physically preparing materials for library
use; may post receipt of periodicals to check-in cards;
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may send claimforns to publishers for issues not
received; filing and withdraw ng catal og and shel fli st
cards; accessioning (assigning consecutive nunbers to
copi es) books and posting information to shelfli st

cards; may obtain catalog information, as necessary from
cat al ogi ng-in-publication information (usually found on
the verso of the title page) or standard sources (e.qg.
Books In Print); may type catal og cards, shelflist

cards, nmenos, forns; maintains shelves; may prepare
overdue notices; may performsinple typing (e.g., forns,
formletters, short nmenos, lists); may collect noney for
| ost/ danmaged books; may receive and prepare textbooks
for school use; may keep inventory of textbooks; and may
perform and/ or supervise others in inventorying library
materi al s.

Know edge and Abilities Required:

In addition to the know edge and abilities required at the
next | ower |evel:

Know edge of: Filing and ot her general office work.

Ability to: Read and understand detail ed, but uninvol ved
instructions, procedures, and simlar witten materials; carry out
l'ibrary support work in accordance with established guidelines and
procedures; convey routine information orally and in witing;
operate common office appliances; learn to operate other equi pnent
such as conputer termnals and audi o visual equipnent; deal wth
others in a tactful and polite manner; |earn various library
procedures and term nol ogy; gain an understanding of the library's
services and practices; |learn and understand the library's
classification schenme and | ocation of materials.

LI BRARY ASSI STANT |V 4.042

Duti es Summary:

| ndependent |y perforns conplex |ibrary support work;
supervi ses and participates in performng noderately conpl ex
library support work; provides all non-professional support for a
school library; and perforns other related duties as assigned.

Di stingui shing Characteristics:

This class reflects responsibility for independently
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perform ng conplex library work in support of a library operation;
and/ or supervising and participating in perform ng noderately
conplex |ibrary support work.

A position in this class is expected to i ndependently perform
the full range of functions related to the particul ar assi gnnent
area; the work perforned requires know edge and application of
standard |library practices, policies and procedures (e.g., the
library's classification schenme, circulation policies and
procedures), sone know edge of catal oging practices and
established rules for formand content of bibliographic entries
(e.g., International Standard Bi bliographic Description), some
knowl edge of standard reference sources (e.g., Books In Print,

Li brary of Congress Subject Headings, Reader's CGuide to Periodical
Literature) and how to use them and/or a good working know edge

of rules and procedures such as detailed filing rules (e.g., ALA

Rules for Filing Catalog Cards, Library of Congress publications

governing filing rules, internal library instructions for filing,

etc.).

Exanpl es of Duti es:

Typi cal exanpl es of duties of Library Assistant |V positions
i ncl ude:

1. | ndependent|y provides all nonprofessional support
services for a library (e.g., school library), including
circulation activities, preparing books and ot her
materials for use in the library, maintaining the card
catal og and other related files, maintaining stacks,
inventorying library materials, and other support
activities. Positions of this type work under the
general supervision of a professional librarian, and may
supervi se students, and/or others in carrying out
routine library tasks. Typical duties and
responsibilities include: charging and di scharging
books; nonitoring overdue materials and sendi ng overdue
notices; maintaining a list of students w th outstanding
obligations; assisting librarians in ordering materials;
receiving and physically preparing materials for library
use; maintaining the card catalog (i.e., filing and
wi t hdrawi ng cards as appropriate); maintaining the
shelflist file (i.e., posting information, filing, and
wi t hdrawi ng shelflist cards as appropriate); may perform
[imted cataloging (i.e., obtain catal oging information
from standard sources and/ or catal ogi ng-in-publication
and prepare catal og cards; nmay assign classification
nunber using classification schedule for gift and ot her
materi al s where subjects are easily discernible and
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fineness in classification is not critical); may
supervi se students and/or others in carrying out routine
library tasks (e.g., circulation, stack maintenance,
physi cal preparation/upkeep of materials, inventorying
materials, etc.); may keep track of library's

expendi tures; may prepare purchase orders and

requi sitions; may type nenos, correspondence, and
reports; may assist students in locating materials in
the library or using the card catalog; may clip
newspaper and magazine articles relating to certain
topics (designated by a librarian or other personnel)
and place them under the appropriate category in a
subject file.

2. Supervi ses and participates in circulation desk
activities. A position of this type works under the
general supervision of a librarian and is responsible
for overseeing the circul ati on desk operations in a
library, which typically includes the chargi ng and
di schargi ng of books; collecting fines and fees; sorting
and shel vi ng books; sorting and packi ng books to be
returned to owning or requesting libraries; checking in,
di spl ay, mai ntenance and clai mng of periodicals, etc.
The position is expected to handl e problens and
conplaints that arise at the circul ation desk,
explaining library policies and rules to patrons, and
referring problens that cannot be resolved to the
l'ibrarian. Supervisory responsibilities include
schedul i ng, assigning and supervising the work of | ower

level library assistants; participating in the interview
and sel ection process; and training and eval uating
subordinates. In addition, a position of this type may

provide clerical adm nistrative support (e.g., preparing
payrol | docunents for night differentials; conpiling
statistics and typing nonthly statistics reports;
ordering office supplies; counting, reconciling and
depositing cash receipts; may provide basic directiona
and/ or informational assistance to patrons; may
supervi se the work of students, volunteers and/or others
in carrying out routine library tasks; may supervise the
preparation and sendi ng of overdue notices; in an
academ c library, may coordinate and/or supervise the
organi zation and processing of faculty reserve materials
and/ or supervi se and/ or make arrangenents for the

| endi ng/ borrowi ng of filns for instructors.

3. Responsi bl e for independently performng the full range
of functions related to the orderly and tinely receipt
of periodicals as a nmajor work assignnment. A position
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of this type is responsible for identifying a variety of
magazi nes, journals, and simlar materials; posting
recei pt of issues, noting changes in title, publisher,
frequency, etc.; making changes to appropriate records;
making clainms for mssing i ssues to publishers and/or
vendors; noting extension/credit to account upon
response from publishers/vendors; processing invoices
for paynment; processing initial subscription orders and
subscription renewal s; setting up and nai ntai ni ng
necessary records (check-in cards, paynent records,
publ i shers' addresses, hol dings, cross references); my
prepare serials holdings list. A position of this type
may al so be responsible for organizing periodical issues
and sendi ng conpl eted volunes to a commercial bindery in
accordance with established guidelines and procedures.

4. Processes orders for a variety of library materials.
Li brari ans provi de basic bibliographic information for
materials to be ordered. Checks card catal og, shelflist
files and on-order file to avoid duplicate purchases.
Where information is inconplete, positions use a variety
of standard sources to obtain conplete order information
(author, title, edition, publisher, price, etc.);
prepares purchase orders and sends orders to vendors
based on standard gui delines or contract specifications;
may call or wite to publishers/vendors for information
regardi ng bibliographic information, availability, and
price; totals orders; may conmpute vendor's discount; may
convert foreign values into U S. dollars; may keep
runni ng bal ance of library material allotnents; maintains
on-order and related files; verifies orders with
materials received; processes invoices for paynent;
returns damaged itens, incorrect itens received; and
clears up discrepancies with vendors (e.g., short orders,
paynment not received).

5. Responsi bl e for processing interlibrary |oan requests in
accordance with established policies, practices and
procedures. Wien patrons need books and/or materials
which are not available in the library, they may request
that the nmaterials be borrowed fromanother library.

Li kewi se, other libraries may send requests to borrow
materials that are not available in their own
collections, and materials are sent in accordance with
est abl i shed policies, practices and procedures. Requests
may be for a conplete volune(s) or photocopi es of
magazi ne/ journal articles. Typical duties and
responsibilities include: processes requests for
interlibrary loan of materials fromother libraries;
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ensures the conpl eteness of bibliographic citations for
requested materials; may verify bibliographic citations
for requested materials using standard sources; inforns
patron of processing fees and may suggest a nore feasible
way of obtaining materials (e.g., borrow conplete vol une,
i nstead of photocopi es of pages); conpletes interlibrary
| oan form based on previous experience, sends
interlibrary loan request to the library which can
provide the material in the nost expedient/feasible
manner; notifies patrons when the material is avail able,
i nposes a due date and nonitors its return; returns
material to the lending |ibrary; processes requests for
interlibrary loan of material to other libraries; sends
requested material to other libraries in accordance with
est abl i shed policies, practices and procedures; nonitors
due date; keeps records of interlibrary |oans; maintains
awar eness of copyright laws and interlibrary |oan
procedures; and maintains appropriate records.

6. Responsi bl e for sending material to a comercia
bi ndery, in accordance with established/standard
practices and procedures. Materials may include worn
books and/or periodicals. In accordance wi th established
gui del i nes, practices and/or procedures, a position of
this type determ nes whether the nmaterial is suitable for
binding (e.g., pages too brittle); and the type of
bi ndi ng process that would be nbost appropriate (e.g.,
dependent on the existing binding, sufficient margin
space, whether the material is hardcover/ paperback
whet her material has plastic cover, etc.); may consult
with the bindery on questionable itens; prepares
materials to be sent to the bindery (e.g., renove book
j ackets, pockets); organize periodical issues in correct
sequence w th correspondi ng i ndexes/ suppl enents; prepares
bi ndery order slips with instructions (e.g., type of
bi ndi ng, col or of cover, spine markings, do not trim
mar gi ns); mai ntains appropriate records and keeps
statistics; may keep track of bindery expenditures;
recei ves bound material returned fromthe bindery and
checks to see that work is conplete and correct; notifies
the bindery of any discrepancies and sends naterial back
for correction.

7. Perfornms basic copy catal oging by |locating a catal og
record for the material to be catal oged and editing the
record to match the piece in hand, in accordance with
establ i shed gui delines and procedures. Copy catal ogi ng
may be perforned by using a conputer termnal to search
for and edit machi ne readable catal og records. At this
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| evel , assignnents are [imted to certain types of
material and/or catal og records which are generally
acceptable (e.g., Library of Congress catal og records)
and require mnor editing and/ or straightforward

adj ustnments (e.g., author, title, publisher, paging,
dates, size, illustrations, indexes, bibliography and
other easily identifiable itens of physical description),
and the application of a limted nunber of catal oging
rules and guidelines. 1In addition, the position nmay edit
records for variant editions, and may be responsible for
recogni zing and indicating subtitles/parallel titles,
mai n entries and obvi ous added entries (e.g., joint

aut hor), in accordance with standard practices and
establ i shed gui delines; verifying nane, subject and/or
series authority records; may conplete the call nunber by
addi ng author and/or title cutters; may performbrief
catal oging, in accordance with established guidelines,
practices and procedures. Materials for which no record
can be found, or records which are substantially

inconmpl ete, or require extensive editing, are referred to
t he supervi sor or other higher |evel enployee.

Know edge and Abilities Required:

In addition to the know edge and abilities required at the
next | ower |evel:

Know edge of: Standard library practices, policies, and
procedures (e.g., Dewey decimal/Library of Congress classification
schene; circul ation policies and procedures); sonme know edge of
cat al ogi ng practices and established rules for formand content of
bi bl'i ographic entries; sonme know edge of basic reference
sour ces/ bi bl i ographic tools and how to use them a good working
know edge of rules and procedures such as detailed filing rules
(e.g., ALA Rules for Filing Catal og Cards, Library of Congress
publications governing filing rules); and library term nol ogy.

Ability to: Apply library know edge to work assignnents;
| ocate and verify bibliographic informati on using standard library
tool s; use conputer termnals and ot her equi pnment in carrying out
library work tasks; explain library practices, policies and
procedures to others; resolve problens and conplaints in
accordance with standard library policies and practices; wite
si mpl e correspondence requesting information; prepare sinple
narrative and nunerical reports; for sone positions, ability to
train, supervise, and evaluate the work of others.
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LI BRARY TECHNI C AN V 4.043

Duti es Summary:

Perfornms highly conplex library support work; supervises and
participates in performng conplex library support work; and/or
perforns substantive technical/paraprofessional |ibrary support
wor k whi ch requires know edge and under st andi ng of techni ques used
in one or nore of the basic elenents of library sciences; and
perforns other related duties as assigned.

Di stingui shing Characteristics:

This class reflects responsibility for performng highly
complex library support work which may be characterized by one or
nore of the followng: 1) work requires the application of
numer ous procedures and involves alternative courses of action; 2)
wor k requires frequent decision-nmaking as work procedures/policies
are not conpletely standardi zed or prescribed; supervising and
participating in the performance of conplex library support work
(conparable to the Library Assistant |V |evel) and/or performng
substanti ve techni cal / paraprofessional |ibrary work which requires
knowl edge and understandi ng of elenents related to the
organi zation of library materials, including el enents of
bi bl i ographi c description, various library tools and reference

sources, library classification schene(s), and the nature of
various types of publications and materials. A position of this
type works under the general supervision of a higher level library

t echni ci an, Supervising Library Technician or Librarian and may
concurrently supervise library assistants. Wrk is perfornmed in
accordance with general guidelines and policies, and problens are
referred to the supervisor or other higher |evel enployee.

Exanpl es of Duti es:

Typi cal exanpl es of Library Technician V positions include:

1. Supervi ses and participates in the performance of the
ordering and receipt of library materials, basic copy
catal oging, or other conplex |ibrary support work
conparabl e to that described at the next |ower |evel.
Wirk includes supervision of one or nore subordi nates
whi ch performwork conparable to the Library
Assistant IV | evel; planning, assigning, training and
eval uating the work of subordinates; witing work
procedures and gui del i nes based on established policies
and practices; review ng the work of subordinates,
handling the nore difficult assignnents and resol ving
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pr obl ens.

2. Perfornms highly conplex library support work in a |arge
acqui sitions departnent where a wide variety of
materials are ordered (e.g., book and non-book
mat eri al s, nonographs and serials, works-in-parts,
etc.), and a variety of acquisition processes are
enpl oyed (e.g., approval plans, blanket orders, etc.)
whi ch requires the application of numerous procedures
and know edge of the nature of and ability to identify
various types of materials in order to effectively
search, verify and process orders. Searches for and
verifies bibliographic information in a variety of
sources for material to be ordered to 1) avoid
duplication of material in the library, and 2) obtain
conmpl ete and correct ordering information (author,
title, publisher, date, edition, price, etc.). Such
work requires the incunbent to becone famliar with the
acqui sition processes enployed in the library, and
requires the incunbent to take note of and informthe
sel ectors of any pertinent findings as a result of the
search/verification process. Checks card catal og/ OPAC
to see whether material is already owned by the library;
checks on-order/in-process files to see whether the
materi al has been ordered; checks other sources to see
whet her material may cone in through sone ot her
acqui sition process; nmakes note of other
editions/transl ations that nmay be owned; nmakes note of
whet her material is part of a series or work-in-parts;
uses ot her bibliographic tools (e.g., National Union
Cat al og, database utilities, such as OCLC) to obtain
correct order information (e.g., author, title,
publ i sher, date, edition, price, etc.); confers with
sel ectors on questionable matters or vague information;
may wite to publishers/vendors requesting information
such a bibliographic citation, availability, price,
etc.; assigns the vendor/publisher in accordance with
est abl i shed gui del i nes; conpletes the required order
information, including publisher/vendor, address, and
cost (may convert foreign values into U S. dollars); and
may send orders for certain materials unverified (e.g.
publications by small associations, organizations, and
university departnents), based on consultation with the
supervi sor and/ or previous experience with simlar
itemns.

3. Perfornms copy catal oging of a variety of material (e.qg.
book and non-book material, nonographs and serials)
whi ch have varying catal og data requirenments. Positions
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at this level nust apply a broad range of catal oging

rul es, internal guidelines and procedures. Catal og
records usually require a substantial anount of editing,
therefore, a significant portion of the elenments of
physi cal description nust be transcribed fromthe
material itself and sonme judgnment may be required in
recogni zing the need for additional added entries to
serve as better access points to the material. The work
i nvol ves locating a catalog record for the material to
be catal ogued and editing the record to match the piece
in hand (e.g., adjusting the subject heading in
accordance with current practices and rul es of subject
headi ng form catal oging material separately or as a set
in accordance with Library of Congress or standard
practices; or selecting appropriate nenber records;
etc.). The work frequently requires the exercise of

j udgnent in maki ng conpl ex changes because records are

i nconpl ete, unclear and/or present other problens. My
al so perform adaptive catal ogi ng which involves | ocating
a catalog record for simlar material (e.g., simlar
subj ect area) and adjusting the record to match the

pi ece in hand. |In accordance with established

catal oging rules, practices, guidelines and procedures,
accept and/or establish nane/subject authority, may
establish series authority records in accordance with

Li brary of Congress or other established practices and
procedures, may conplete the call nunber for materials
whi ch require secondary cutters (e.g., country cutters
which requires referral to a classification schedule).
In addition, positions may perform original physical
descriptive catal oging which involves providing a
conmpl et e physical description of the piece in hand; nmay
assign subject headings and call nunbers based on
simlarity with other materials or where subject are
readi |y discernible and assi gnnent of broad
classification nunbers in accordance with a
classification schedule is sufficient. Subject headings
and call nunbers may be subject to review by a

professional librarian. Questionable matters are
referred to the supervisor or other higher |eve
enpl oyee.

4. Provi des general reference and/or readers' advisory

services. Such work involves providing assistance to
patrons in |ocating materials and/or information which
requires the exercise of sonme judgnent (e.g., searching
for information in a related subject area, determ ning
whi ch source(s) best provides the information being
request ed, determ ning the appropriateness of the
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material--e.g., tineliness, age group/reading level--in
neeting the patrons' needs), know edge of and ability to
utilize a variety of resources (in addition to standard
sources, may include specialized directories, indexes,
etc.), and famliarity with the collection in order to
assi st patrons in |ocating appropriate material .
Positions at this level are expected to provide

assi stance whi ch exceeds basic informational and
directional assistance such as assisting patrons in the
general use of the card catal og/ OPAC, | ooking up the
spelling of words in a dictionary, directing patrons to
shel ves, | ocating addresses/tel ephone nunbers in
directories, etc. However, work is limted by the

skil |/ experience of the incunbent (e.g., trainee),
nature of inquiries handled, and/or the I[imted scope
and depth of the collection. Assistance to patrons

I nvol ves ascertaining the patrons' information needs and
using a variety of sources in the library. Mterials
and informati on can usually be | ocated through ready
reference and/ or short search. More conplex reference
inquiries which require nore extensive searches or
speci al i zed know edge of the subject area and/or
collection are referred to a higher level library
technician or professional librarian. |In addition, a
position may recommend the addition of nmaterials to the
col l ection based on noticed patron interests and gaps
in the collection; and as directed, may conpile
bookl i sts on certain topics where sonme judgnment is
required in determ ning which materials are nost
suitable for a particular client/target group.

Know edge and Abilities Required:

In addition to the know edge and abilities required at the
next | ower |evel:

Know edge of: A good wor ki ng know edge of generally accepted

practices, policies and procedures applicable to
clerical/technical library support work; elenents related to the
organi zation of library materials, including el enents of
bi bl i ographi ¢ description, catalog card el enents and general
format, standard library tools and reference sources (e.g.,
Li brary of Congress Subject Headings, Books in Print, Reader's
Quide to Periodical Literature), classification schene(s) (e.g.
Dewey Decimal, Library of Congress); and the nature of various
types of publications and materials.

Ability to: Apply nunerous policies and procedures to the
area of assignnent; learn and apply various nethods and techni ques
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to paraprofessional work; exercise initiative and judgnent in
perform ng highly conplex library support work and in using a
variety of reference sources and library tools; deal tactfully and
effectively with others; wite routine correspondence, sunmmaries
and reports; and for some positions, ability to train, supervise
and eval uate the work of others.

LI BRARY TECHNI C AN VI 4.044

Duti es Summary:

Supervi ses and participates in performng library support work
conparable to the next |ower |evel (Library Technician V);
i ndependent |y provi des reference and readers' advisory services
which regularly requests for technical and/or obscure information;
perforns original catal oging under the close supervision of a

['ibrarian/higher level library technician; perforns collection
mai nt enance and provi des speci alized services under the close
supervision of a librarian/higher level library technician; and

perforns other related duties as assigned.

Di stingui shing Characteristic:

This class reflects a working supervisor over Library
Technician V | evel work; or the performance of internedi ate | evel
par aprof essional library work. Positions in this class receive
supervision froma librarian or higher level library technician
and may supervise the work of |ower |evel workers. Wrk is
perfornmed in accordance with general guidelines and policies, and
problens are referred to the supervisor or other higher |evel

enpl oyee.
Exanpl es of Duti es:

Typi cal exanples of duties perforned by Library Technician VI
posi tions incl ude:

1. | ndependently provides reference and readers' advisory
services which regularly involve requests for very
techni cal and/or obscure information in a |library whose
col l ection includes specialized, in-depth materials.
Such work involves the effective and efficient use of a
variety of resources (including specialized reference
materi al s), experienced know edge of search nethods, and
substantial famliarity with the collection. The nature
of reference questions handled by a technician at this
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| evel includes: 1) those for which sources are not

al ways obvi ous and require sonme analysis in determ ning

t he best approach to |locate the information being
requested, and/or 2) an understanding of the specialized
subj ect area(s) and inter-rel atedness of topics covered
by the collection in order to assist patrons in |ocating
information. Frequently, requested information cannot be
readily found through ready reference or short search
(i.e., through one or two services), but usually requires
searching through several different sources in order to

| ocate the desired information.

2. Perfornms original catal oging under the cl ose supervision
of a librarian/higher Ievel library technician.
Cat al ogi ng requirenents involve the application of
numer ous catal oging rules and in-house library policies
and require close attention to details, such as authority
requi renents and consi stency of catal og records.

Provi des conpl ete physical description and assigns
tentative subject headings and call nunbers based on
exam nation of the piece in hand. Assignnents may
involve a variety of materials with various catal ogi ng
requi rements. A librarian/higher level library
technician is avail able for guidance on difficult

probl ens, and the work is reviewed for technica
adequacy, correct application of catal og rules and
application of library policies and adherence to
authority and ot her requirenents.

3. Assists a librarian/higher |evel technician in the
mai nt enance of a collection of materials and the
provision of library prograns and services. Under the
supervision of a librarian/higher level library
techni ci an, recomends the addition/replacenent/ discard
of materials in the collection based on patron interests,
upcom ng trends, and gaps in the collection; participates
in the review and critique of materials; recomends and
participates in planning prograns and services to pronote
library use; gains an understanding of the philosophy of
col l ecti on mai ntenance and |ibrary services.

Know edge and Abilities Required:

In addition to the know edge and abilities required at the
next | ower |evel:

Know edge of: A good wor ki ng know edge of generally accepted
rul es, nmethods, practices, and techni ques used in one or nore of
the major areas of library science (e.g., catal oging practices,
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including elenments of rules of physical description, reference
nmet hods and vari ous sources; and various library tools).

Ability to: Performinternedi ate | evel paraprofessional
i brary work

LI BRARY TECHNI C AN VI | 4.045

Duti es Summary:

Perfornms original cataloging of a variety of materials;
responsi ble for maintaining a collection; supervises and
participates in performng paraprofessional library work
conparable to the Library Technician VI |evel; and perforns other
rel ated duties as assigned.

Di stingui shing Characteristics:

This class reflects the performance of the highest |evel
par aprof essional library work (e.g., collection maintenance,
original catal oging); or the supervision and participation in
par apr of essional library work conparable to the Library Technician
VI level. Positions in this class receive general supervision
froma Library Technician VIII or professional librarian and are
responsi ble for carrying out their duties and responsibilities in
accordance with established policies and guidelines.

Exanpl es of Duti es:

Typi cal exanpl es of duties perforned by Library Technician VI
posi tions incl ude:

1. Responsibility for maintaining a significant collection
of materials (e.g., young adult). Oders materials to be
added to the collection, including newtitles and
repl acements; weeds worn, outdated and little used
materials fromthe collection; displays materials in an
appeal i ng manner to the client group; plans and arranges
prograns to serve the interests of the client group and
pronotes |ibrary use and reading; participates in the
critical review of books and other materials; may
participate in booktal ks, storytelling and ot her
prograns; keeps abreast of materials and trends in the
assigned area; may be responsi ble for keeping track of an
allotted budget; and prepares statistical and ot her
reports. A position in this class works independently;
however, work is subject to general admnistrative review
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by the librarian who has overall responsibility for the
collection and services in the library. In addition, a
position in this class nmay seek and/or receive

consul tative services from professional |ibrarian
specialists in the field.

2. Provi des booknobil e services to various conmmunities;
selects a variety of materials for display in the
booknobi | e; pronotes recreational reading and library use
t hrough the presentation of various prograns; circul ates
materials; registers patrons; processes reserves for
patrons; may supervise a booknobile driver; nakes
recomrendat i ons regardi ng booknobi | e schedul e- -

di sconti nue certain stops, shorter/longer stops, change
tinme, stop at new | ocations---based on observed
patron/comunity interests and activity; prepares
statistical and other reports; also perforns other

l'i brary support work in the parent library or other
libraries, as assigned. A position of this type works
under the general supervision of a librarian who has
overal |l responsibility for the collection and services of
alibrary facility, including booknobile services.

3. Provides library services to a community under the
general supervision of a professional |ibrarian who has
overall responsibility for the operation of severa
libraries within a geographic area. As such, the
l'i brarian reviews and coordi nates the collections and
services of the assigned libraries; keeps track of
budgets; coordinates the ordering of library nmaterials
and supplies; provides back-up reference service; etc. A
Li brary Technician VII of this type is responsible for
the day-to-day operation of the library including the
mai nt enance of the collection, circulation of materials,
and reference and public service. Duties and
responsi bilities include recommendi ng the addition of new
titles, replacenments and gift materials to the
col l ection; weeding worn, outdated, and little used
materials fromthe collection; planning and arrangi ng
prograns for various age groups to pronote library use
and reading within the comunity; ensuring the safety and
security of the facility and preparing various
statistical and narrative reports pertaining to the
activities and operations of the library.

4. Perfornms original cataloging of a variety of materials.
The work involves the application of nunerous catal ogi ng
rul es and in-house library policies, and requires close
attention to details, such as authority requirenments and
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consi stency of catal oging records. Responsible for
conpl et e physical description, and assi gnment of subject
headi ngs and call nunber. Exam nation of the table of
contents, index, and content of the material is required
in order to determ ne appropriate subject headi ngs and
cal |l nunber. Assignnments may involve a variety of
materials with various catal ogi ng requirenents.
Positions are responsi ble for conplete and accurate
physi cal description. Subject headings and call nunbers

are subject to review by a professional |ibrarian.
5. Supervi ses and participates in performng
par apr of essional library work conparable to the Library

Technician VI |evel; assigns, reviews and eval uates the
wor k of subordi nates; prepares procedures and gui del i nes
based on established policies and practices; advises
subordi nates on difficult and probl em areas; personally
handl e t he nost conpl ex assi gnnents; nonitors workl oad;
and recomends changes in procedures.

Know edge and Abilities Required:

In addition to the know edge and abilities required at the
next | ower |evel:

Know edge of: Experienced and thorough know edge of one or
nore of the major areas of library science (e.g., catal oging,
col l ecti on mai ntenance), and associ ated net hods and techni ques;
and conmprehensi ve knowl edge of library rules, practices and
pr ocedur es.

Ability to: Apply a broad range of library policies, rules
and procedures to the work assignnents; utilize a variety of
library tools; and deal effectively with the public.

LI BRARY TECHNI G AN VI || 4. 046

Duti es Summary:

Responsi ble for the operation of a library; and perforns other
rel ated duties as assigned.

Di stingui shing Characteristics:

A position in this class is responsible for overseeing the
day-to-day operation of a library, including responsibility for
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col l ecti on mai ntenance and the provision of appropriate services
to library clientele. A position in this class usually supervises
a small staff of library assistants/technicians who perform
circulation and other library support tasks. Professional library
and sone auxiliary services (e.g., materials selection,

pur chasi ng, cataloging) are usually provided by a centra

organi zational unit.

Exanpl es of Duti es:

Typi cal duties and responsibilities generally include
maintaining the library's collection to neet the needs of library
patrons (i.e., ordering materials to be added to the collection or
to replace worn materials; weeding the collection of materials
whi ch do not circul ate, are outdated/contain inaccurate
information, and/or are in poor condition); maintaining budget and
expendi ture records; training, scheduling, supervising and
eval uating the work of subordinates; planning and conducti ng
library services and prograns to pronote |ibrary use within the
community served; providing reference and readers' advisory
services; ensuring the safety and security of the facility;
preparing narrative and statistical reports pertaining to the
activities and operations of the library; and nmay supervise
auxiliary staff (e.g., Janitors, Audio Visual Technicians).

Know edge and Abilities Required:

In addition to the know edge and abilities required at the
next | ower |evel:

~ Know edge of: Library operations and services; collection
mai nt enance; reference nmethods and sources; and library policies
and procedures.

Ability to: Supervise the operation of a library; plan and
provi de prograns and services to the community/client group
served; and train, assign, review and evaluate the work of others.



